[bookmark: _GoBack]Movement of Case File Process

When you receive a paper file request you need to check care first to find out where the file is stored.
You can find this information by going into the individual’s record on care first, click on the person details box (top right hand corner) then stroll down to file details to see where the file is stored.
If the file is located at the records centre please follow process below 
1. Record the details on the “Movement of case file tracker spread sheet” that is stored on one drive (if you require access to this please ask a UC/Senior Admin or Team Manager to share this with you) 
Click on the appropriate tab where the worker is based and complete the relevant boxes (instructions on what is required in the boxes is in red below)
	
Date Requested
	
CF Number
	
Purpose

	
Date Received 
	
Timescale
	
Worker
	
Date Returned 
	
Date Received in Records 
	
Notes 

	Input the date you are requesting the file


	Input clients Care First number
	Input a brief note stating why the worker requires the file i.e. viability assessment
	Input the date you receive the file from the records centre / Heaton Centre
	Input the length of time the worker requires the file – It may be useful to put a reminder in your outlook diary to remind you to check the spreadsheet and chase up files that are to be returned.
	In put the name of the person requesting the file
	Input the date you have returned the file to the records centre / Heaton Centre 
	Once the records centre receive the file they will inform you by email – you will then in put that date

For Heaton Files input the date the UC takes the file back to the Heaton Centre  
	Input any relevant notes 


 
To request the file you complete the attached form and email it to records.centre@newcastle.gov.uk 



The records centre will then notify you via email when they have located the files and how many they are sending across to you. 
Once received input that date into the “date received” box on the spreadsheet 
Just be aware that sometimes the record centre send a large amount of files out for some clients but the worker only requires specific files or those within a certain timeframe. If this is the case, those that aren’t required could be returned to the Records centre & the spreadsheet updated in the notes column to confirm what’s been returned/kept. Also, if a file is scanned onto Total View a note can be made & the attached Scanning Form can be completed & sent to Records Centre. If all the file has been scanned you can dispose of the paper file in the confidential waste. 



When you return the file’s to the records centre you need to complete the attached form, place a copy in the front of the, upload the form to Total View and complete the relevant boxes on the spread sheet and move the file to the closed tab on the spread sheet.
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		Notification of Archive Record Scanned onto Client Record





		You must complete this form when you scan a file, which you have received only from the archive.   Please complete each field to ensure our records are accurate and email records.centre@newcastle.gov.uk 


An archive number can have multiple quantities of files attached to it.  Therefore, it is important you confirm the number of files we originally sent to you as well as the number of files you scan.  

Please note:  When we send you files following a request this may include some that we have identified as a possible match/link to your client.  Care must be taken to scan only those files you are able to confirm as being a definite match to your client.  


When you have scanned the file, it is your responsibility to securely destroy the paper copy.  Please be aware that copies of personal information, which is likely to hold sentimental value should not be destroyed.  For example, drawings, photographs, handwritten letters from parents etc, in these cases you should return the file containing only those documents that must be kept to the archive and you should destroy the remainder of the file.





		



		



		Archive Number 

		File Name

		Number of Files Sent from the Archive (for this archive no)

		Number of Files Scanned

		Personal Documents Returned to Archive

		Scanned to Client Reference Number

		Date Scanned

		Scanned by

		Location



		1234

		Tabitha Test

		3 card files

		3 card files

		Yes / no

		S000000

		6/9/2010

		Jennifer Bloggs

		Walker



		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		



		Please note if you are returning files or part files you must complete a ‘movement of casefile form’ to accompany the file/s on their return to the Archive.  Please package any file to return appropriately and address as ‘Private and Confidential’ addressed to ‘Children’s Services Archive’.  If you have any questions please contact us at Records.Centre@newcastle.gov.uk 
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		Movement of Casefile



		



		Sending Office

		

		Receiving Office

		



		



		Reference Number 

		Name

		DOB

		FAO 

		Archive No / Info / Notes

		File Quantity / Type



		Ie Carefirst

		Tommy Test

		01.01.2000

		Social Worker etc

		1234 if applicable

		1 Card file + Envelope



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		Total number of files

		



		If you have scanned any archived files you must complete the Notification of Scanned Case File Form



		Both sending and receiving offices to retain a copy of movement for future reference






		Sent by – Print

		

		Received by – Print

		



		Sent by – Sign

		

		Received by – Sign

		



		Date

		

		Date

		



		Receiving office to complete form and return copy to the originating office





July 2010
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		PART 1 – To be completed by Officer wishing to remove file(s) held at the Archives.



		



		Please note if the file is required urgently state ‘URGENT’ in the email subject.


Requests must be emailed to records.centre@newcastle.gov.uk.   


Files are despatched via the internal courier system






		



		From

		

		Date

		



		Location

		

		Requested on behalf of:

		



		



		Reference Number                     ie Carefirst, Careworks etc

		



		Name

		



		Date of Birth

		



		



		Important Notice


All colleagues and partners are reminded that in addition to the information held in hard copy files, relevant and additional information may be available in electronic form. Therefore it is your responsibility to ensure that both hard copy and electronic records are checked prior to making any recommendation or judgement.






		

		

		

		

		



		PART 2  - To be completed by BC&R



		

		

		

		

		



		Archive Number

		File Quantity/Format

		

		Archive Number

		File Quantity/Format
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